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From Chi ef of Naval Personnel

Subj : EMPLOYMENT OF PERSONS W TH DI SABI LI TI ES AND DI SABLED
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Ref : (a) Equal Enpl oynent Qpportunity Conmm ssion Managenent
Directive 712 of 29 Mar 83
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Directive 713 of 6 Cct 87
(c) Rehabilitation Act of 1973 (P.L. 93-112)
(d) Vietnam Era Veterans' Readjustnent Assistance Act of
1974 (P.L. 93-508)

Encl : (1) BUPERS Affirmative Enploynent Program Pl an for
Hiring, Placenment, and Advancenent of Persons with
Disabilities and D sabl ed Veterans

1. Purpose. To issue the Bureau of Naval Personnel policy statenent
and the revised Affirmative Action Program Pl an (AAPP) for Persons
with Disabilities and D sabl ed Veterans.

2. Cancellation. NAVM LPERSCOM NST 12720. 2.

3. Di scussi on

a. W have an ongoing conmtnent to hire, place, and advance
qualified persons with disabilities and di sabled veterans. Per
references (a) and (b), activities with 1001 or nore civilian
enpl oyees are required to develop full-scope affirmative action pl ans
for persons with disabilities. Activities with 1000 or fewer
enpl oyees are required to address m ni mum program requirements through
an official directive to ensure that a policy of nondiscrimnation and
affirmative action will be observed when filing vacanci es.

b. Enclosure (1) addresses |aws, regulations, and policy
gui dance to pronote enpl oynent of persons with disabilities per
references (c) and (d) and is to be used as a tool to fulfill our
goals. The AAPP is not all-inclusive. It identifies areas of
responsibility and specific actions that supervisors and managers can
take to establish neani ngful equal enploynent opportunity objectives.
The plan can al so serve as an internal working docunent by which
i nnovative strategies can be devel oped to reach nore persons with
disabilities.
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4. Action

a. The AAPP is to be given wi de dissem nation throughout the
Conmand.

b. Addressees will ensure that appropriate action is taken by
supervi sors and managers to maintain our posture as an equal
enpl oyment opportunity enpl oyer and that reasonabl e acconmodati ons are
provi ded for persons with disabilities whenever possible.

G

Di stri bution:

SNDL  FJA7 ( NAVALREHCEN)
FJA8 ( NAVRESPERSCEN)
FIA9 ( EPMAC)

FIAL0 ( NAVMAC)
FIAL2 ( NAVCONBRI ©)
FJAL3 ( NPRDC (00A))

BUPERS Li st :

1A Chief, Special Assistants, Staff Ofice Directors, Assistant
Chi ef s

1B Division Directors, Staff Ofice Directors and Special Assistants
t o ACNPs

2A Branch Heads, Staff O fice Heads and Special Assistants to
Division Directors
2B Section and Unit Heads

St ocked: Chief of Naval Personnel (Pers-00E) (10 copies)
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DEPARTMENT OF THE NAVY
BUREAU OF NAVAL PERSONNEL
WASHI NGTON, D. C. 20370-5000

IN REPLY REFER TO
11 FEB 1992

From Chi ef of Naval Personnel
To: Di stribution List

Subj : HUVAN GOALS AND EQUAL EMPLOYMENT OPPORTUNI TY POLI CY

1. An exenplary command policy statenent was recently pronul gated

t hroughout headquarters and field activities. It warrants repeating.
The policy is not fashionable rhetoric; it speaks to convictions and
visions we hold for our people.

2. Most people aspire to a better life and will work diligently to
achi eve personal goals. A clear policy of equal enployment
opportunities affords our enpl oyees the opportunity to reach their
goal s unencunbered by irrel evant considerations of race, color,
religion, sex, age, national origin, or nondisqualifying handi cappi ng
condi tions.

3. Two decades of comm tnment have placed us in a position of
excellence in recruiting and hiring wonmen, handi capped personnel and
other mnorities. Many of these enpl oyees expect to succeed and they
will. W nust ensure they are fully supported, particularly in areas
where their skills have been underutilized.

4. Bright nmen and wonen seek jobs that instill pride and self-worth.
They want chal | engi ng positions and the opportunity to devel op as

| eaders. W nust give serious attention to those who aspire to
responsi bl e jobs and senior |evel positions; high achievers should be
recogni zed and rewarded. Equally inportant, those who have yet to
make significant gains nust be encouraged and provi ded devel opnent al
opportunities to reach their highest |evel of conpetence.

5. No group will be isolated or neglected. Handicapped individuals,
i ncl udi ng veterans who are 30 percent or nore disabled, remain a high
priority. Their demand for equality in the work force is |ong overdue
and I am proud that we have continued to exceed hiring goals for this
pool of talent. W are increasing their nunbers in every discipline
and, as nore disabled enpl oyees join us, we nmust be sure that we are
sensitive to their needs, with or without specific job accomopdati ons.

6. Dedicated nen and wonen at our conmand, mlitary and civili an,
work toward a common goal in support of our mssion. Each individua
has distinctive characteristics and each is different in some respect.
However, the bottomline is that every person has the right to expect
that their differences will not interfere with equality of treatnent,

1
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fairness, mutual respect,

7. | expect everyone, mlitary and civilian,

principles of this policy.

D stribution:

BUPERS Li st

1A, 1B, 2A, 2B

NAVY BAND

NMPS

NAVALREHCEN PEARL HARBOR
NAVALREHCEN M RAMAR
NAVALREHCEN NORFOLK
NAVALREHCEN JACKSONVI LLE
NAVRESPERSCEN

EPMAC

NAVVAC

NAVCONBRI G CHARLESTON
NAVCONBRI G M RAMAR
NAVPERSRANDCEN
COWMNAVCRUI TCOM
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and the right to pursue the unquestioned
right of equal opportunity.

to support the
Qur command is distingui shed because
| eaders show that they care--let's keep it that way!

ZLATOPER
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| NTRODUCT| ON

The Rehabilitation Act of 1973 (P.L. 93-112), as anended by P.L.
93-516, and the Vietnam Era Veterans' Readjustnent Assistance Act of
1974 (P.L. 93-508), as anended by (38 U.S.C. 2014), strengthened the
Federal Government's programto enploy persons with disabilities and
di sabl ed veterans. Agencies are required to devel op and i npl enent
affirmati ve action program plans and submt annual reports concerning
t he success of their efforts.

From 1974 to 1978, agencies submitted their plans to the Civil
Servi ce Conmi ssion (now O fice of Personnel Managenent (OPM). In
turn, the Comm ssion submtted annual reports to Congress regardi ng
the practices, achievenents, and effectiveness of agency Affirmative
Action Program Pl ans ( AAPP).

In February 1978, the President issued Reorganization Plan No. 1
to consolidate equal enploynment opportunity enforcenent functions
covering mnorities, wonmen, persons with disabilities, and di sabl ed
veterans. Responsibility for enforcement functions was transferred
fromthe Gvil Service Comm ssion to the Equal Enpl oynent Cpportunity
Comm ssion (EECC), effective 1 January 1979.

In Cctober 1980, Congress anmended the | aw and assi gned OPM
responsibility for planning, inplenenting, and overseeing affirmative
action planning for disabled veterans. OPM and EEOC shared
responsibility for the programduring FY 82. |In FY 83, OPM assuned
full responsibility for all aspects of the disabled veterans plan and
i ssued specific requirenments to govern disabled veterans, especially
t hose veterans who have disabilities of 30 percent or nore. Thus
affirmati ve action conpliance requirenents are regulated by two
agenci es (EEOC and OPM .

The Secretary of the Navy directed that Navy activities develop a
single AAPP with separable parts for persons with disabilities and for
di sabl ed veterans. These parts may statistically and substantively
overlap in actions to overcone architectural, transportation,
advancenent, and enpl oyment barriers to persons with physical or
ment al disabling conditions. The end result however, is to have an
i nternal working docunent that addresses specific actions to
facilitate enpl oynent of disabled persons.

Encl osure (1)
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DEFI NI T1 ONS

1. A DI SABLED PERSON i s defined as an individual who (1) has a
physical or nental inpairnent that substantially limts one or nore
major life activities; (2) has a record of such an inpairnment; or (3)
is regarded as having such an inpairment.

2.  PHYSI CAL OR MENTAL | MPAI RMENTS may be physi ol ogi cal disorders or
condi tions, cosnetic disfigurenents, or anatom cal |oss affecting one
or nore of the follow ng body systens: neurol ogi cal; nuscul oskel et al
speci al sense organs; cardiovascul ar; reproductive; digestive; genito-
urinary; hemc and |lynphatic; respiratory (including speech organs);
skin; and endocrine. Also covered are nental or physiol ogical

di sorders such as nental retardation, organic brain syndrone,
enotional or nmental illness, and specific learning disabilities.

3. SUBSTANTI ALLY LIMTS. Unable to performa major life activity that
t he average person in the general population can perform or
significantly restricted as to the condition, manner or duration under
whi ch an individual can performa particular major life activity as
conmpared to the condition, manner or duration under which the average
person in the general population can performthat same mgjor life
activity.

4. MAJOR LIFE ACTIVITIES are functions such as caring for one's self,
perform ng manual tasks, wal ki ng, seeing, hearing, speaking,
br eat hi ng, |earning, and wor ki ng.

5. HAS A RECORD OF SUCH AN | MPAI RVMENT nmeans has a history of, or has
been m sclassified as having, a nmental or physical inpairnment that
substantially limts one or nore magjor life activities.

6. |'S REGARDED AS HAVI NG SUCH AN | MPAI RVENT neans to have a physica
or nental inpairnent that does not substantially limt major life
activities but is treated by a covered entity as constituting such
l[imtation, to have a physical or nmental inpairnment that substantially
limts major life activities only as a result of the attitudes of
others toward such inpairnment, or to have none of the inpairnents
defined, but is treated by a covered entity as having a substantially
limting inpairment.

7. A QUALI FI ED PERSON W TH DI SABI LI TI ES neans an individual with a

disability who satisfies the requisite skill, experience, education
and other job-related requirenments of the enploynment position such

Encl osure (1)
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i ndi vi dual holds or desires, and who, with or without reasonabl e
accommodati on, can performthe essential functions of such position.

8. A DI SABLED VETERAN is (1) a veteran who is entitled to
conmpensation under |aws adm nistered by the Departnment of Veterans
Affairs, or (2) a person who was discharged or released fromactive
duty because of a service-connected disability.

9. REASONABLE ACCOVMODATION is usually a very basic, |ogica
adjustnment to a position or the work environnment that permts a

di sabl ed person to performa job. Actions such as making facilities
accessible to and useable by persons with disabilities, job
restructuring, part-tinme or nodified work schedul es reassignnment to a
vacant position, acquisition or nodification of equipnent or devices,
adj ustment or nodification of exam nations, training material or
policies and provision of qualified readers or interpreters and ot her
simlar accommodations for persons with disabilities. Federal
agencies are required to make reasonabl e accommodati ons unl ess the
agency can denonstrate that accomovdati on woul d i rpose an undue
hardship on the operation of its program |In determning what
constitutes an undue hardshi p, an agency nmay consider the size and
type of its operations and the nature and the cost of the
accommodat i on.

10. TARGETED DI SABI LI TIES are a group of physical and nental

i npai rnments that are given special enphasis in affirmative action
prograns for persons with disabilities. The Equal Enpl oynent
Opportunity Commi ssion targets the follow ng disabilities: deafness
(16-17); blindness (23 and 25); mssing extremties (28 and 32-38);
partial paralysis (64-68); complete paralysis (71-78); convul sive

di sorders (82); nental retardation (90); nmental illness (91); and
distortion of linbs and/or spine (92). Nunbers are codes from
Standard Form 256, Self-identification of Reportable Handi cap

Encl osure (1)
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SELF- | DENTI FI CATI ON OF HANDI CAP
(See instructions and Privacy Act Information on reverse)
Last Name, First Nane, Mddle Initial Birth Date (Mb./Yr.)

Soci al Security Nunber
| | ENTER CODE HERE > |

DEFI NI TI ON OF A HANDI CAP: A person is handi capped if he or she has a
physical or nental inpairnent which substantially limts one or nore
major life activities; has a record of such inpairnent; or is regarded
as having such inpairment. Those handi caps that are to be reported

are listed below (codes in bold nunbers 13 through 94). |In the case
of multiple inpairnments, choose the code which describes the
i mpai rnment that would result in the nost substantial limtation

TO THE EMPLOYEE: Self-identification of handicap status is essentia
for effective data collection and analysis. The information you
provide will be used for statistical purposes only and will not in any
way affect you individually. Wiile self-identification is voluntary,
your cooperation in providing accurate information is critical.

01 | do not wish to identify ny handicap status. (Please read the
enpl oyee note above and the reverse side of this form before using
this code.) (Note: Your personnel officer may use this code if,
in his or her judgnent, you used an incorrect code.)

05 | do not have a handi cap

06 | have a handicap but it is not listed bel ow

SPEECH | MPAI RVENTS

13 Severe speech nmalfunction or inability to speak; hearing is nornal
(Exanpl es: defects of articulation [unclear |anguage sounds];
stuttering; aphasia [inpaired | anguage function]; |aryngectony
[removal of the "voice box"])

HEARI NG | MPAI RVENTS

15 Hard of hearing (Total deafness in one ear or inability to hear
ordi nary conversation, correctable with a hearing aid)

16 Total deafness in both ears, w th understandabl e speech

17 Total deafness in both ears, and unable to speak clearly

VI SI ON | MPAI RVENTS

22 Ability to read ordinary size print with glasses, but with | oss of
peripheral (side) vision (Restriction of the visual field to the
extent that nmobility is affected--"Tunnel vision")

6
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23 lInability to read ordinary size print, not correctable by gl asses
(Can read oversized print or use assisting devices such as gl ass
or projection nodifier)

24 Blind in one eye

25 Blind in both eyes (No usable vision, but nmay have sone |ight
per cepti on)

M SSI NG EXTREM TI ES

27 One hand

28 One arm
29 One foot
32 One leg

33 Both hands or arns

34 Both feet or |egs

35 One hand or arm and one foot or |eg

36 One hand or armand both feet or |egs

37 Both hands or arns and one foot or |eg
38 Both hands or arns and both feet or |egs

NONPARALYTI C ORTHOPEDI C | MPAI RMENTS

(Because of chronic pain, stiffness, or weakness in bones or joints,
there is sone loss of ability to nove or use a part or parts of the
body.)

44 One or both hands

45 One or both feet

46 One or both arns

57 Any conbi nation of two or nore parts of the body
47 One or both |legs

48 Hip or pelvis

49 Back

Encl osure (1)
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PARTI AL PARALYSI S

(Because of a brain, nerve, or nuscle problem including palsy and
cerebral palsy, there is some loss of ability to nove or use a part of
t he body, including legs, arnms, and/or trunk.)

61 One hand

62 One arm any part

63 One leg, any part

64 Both hands

65 Both | egs, any part

66 Both arns, any part

67 One side of body, including one armand one |eg

68 Three or nore major parts of the body (arns and | egs)

COVPLETE PARALYSI S

(Because of a brain, nerve, or nuscle problem including palsy and
cerebral palsy, there is a conplete loss of ability to nove or use a
part of the body, including |egs, arms, and/or trunk.)

70 One hand

71 Both hands

72 One arm
73 Both arns
74 One leg

75 Both | egs

76 Lower half of body, including |egs

77 One side of body, including one armand one |eg

78 Three or nore major parts of the body (arns and | egs)

OTHER | MPAI RVENTS

80 Heart disease with no restriction or limtation of activity
(Hi story of heart problenms with conmplete recovery)

81 Heart disease with restriction or limtation of activity

82 Convul sive disorder (e.g., epilepsy)

83 Blood diseases (e.g., sickle cell anem a, |eukem a, henophilia)
84 Diabetes

86 Pulnonary or respiratory disorders (e.g., tubercul osis, enphysema
ast hma)

87 Kidney dysfunctioning (e.qg., if dialysis [Use of an artificial
ki dney machi ne] is required)

88 Cancer--a history of cancer with conplete recovery

8
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Cancer - -under goi ng surgi cal and/or nedi cal treatnent

Mental retardation (A chronic and |ifelong condition involving a
limted ability to learn, to be educated, and to be trained for
useful productive enploynent as certified by a State Vocati onal
Rehabi | i tati on agency under section 213.3102(t) of Schedule A)

Mental or emotional illness (A history of treatnent for nmental or
enoti onal probl ens)

Severe distortion of linbs and/or spine (e.g., dwarfism kyphosis
[severe distortion of back])

Di sfigurement of face, hands, or feet (e.g., distortion of
features on skin, such as those caused by burns, gunshot injuries,
and birth defects [gross facial birthmarks, club feet, etc.])

Learning disability (A disorder in one or nore of the processes
i nvol ved i n understandi ng, perceiving, or using |anguage or
concepts [spoken or witten]; e.g., dyslexia)

256 104 7540- 0: 028- 2548 Previ ous edition unusabl e

St andard Form 256 (Rev. 8/87)
U S Ofice of Personnel Managenent
FPM Suppl ement 296-1

Encl osure (1)
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The Rehabilitation Act of 1973 (P.L. 93-112) requires each agency in
t he Executive branch of the Federal Governnment to establish definite
prograns that will facilitate the hiring, placenent, and advancenent
of handi capped individuals. The best means of determnm ning agency
progress in this respect is through the production of reports at
certain intervals show ng such things as the nunber of handi capped
enpl oyees hired, pronoted, trained, or reassigned over a given tine
period; the percentage of handi capped enpl oyees in the work force and
in various ?? and occupations; etc. Such reports bring to the
attention of agency top managenent, the O fice of Personnel Managenent
(OPM, and the Congress deficiencies within specific agencies or the
Federal Governnment as a whole in the hiring, placenent, and
advancenent of handi capped individuals and, therefore, are the
essential first step in inmproving these conditions and consequently
meeting the requirenments of the Rehabilitation Act.

The handi cap data coll ected on enployees will be used only in the
production of reports such as those previously nmentioned and not for
any purpose that will affect themindividually. The only exception to

this rule is that the records may be used for sel ective placenent

pur poses and sel ecting special populations for mailing of voluntary
personnel research surveys. In addition, every precaution will be
taken to ensure that the information provided by each enpl oyee is kept
in the strictest confidence and is known only to the one or two

i ndividuals in the agency Personnel O fice who obtain and record the
information for entry into the agency's and OPM s personnel systens.
You shoul d al so be aware that participation in the handicap reporting
systemis entirely voluntary, with the exception of enployees

appoi nted under Schedul e A, section 213.3102(t) (Mental Retardation);
Schedul e A, section 213.3102(u) (Severely Physically Handi capped); and
Schedul e B, section 213.3202(k) (Mentally Restored). These enpl oyees
will be requested to identify their handicap status and if they
decline to do so, their correct handicap code will be obtained from
medi cal docunentation used to support their appointnment. No ot her
enpl oyees will be required to identify their handicap status if they
feel for any reason it is not in their best interest to have this
information officially recorded outside of nedical records. W
request only that anyone not wi shing to have this information entered
in the agency's and OPM s personnel systens indicate this to their
Personnel O fice, rather than intentionally m scoding thensel ves,
since false responses will seriously danmage the statistical value of
the reporting system

[I'n those instances where the enployee is or was hired under Schedul e
A, section 213.3102(t) (Mental Retardation), the Personnel Director or
hi s/ her designee (a Vocational Rehabilitation Counselor may al so be
hel pful) will assist the individual in conpleting this formand ensure
that the enpl oyee fully understands the nmeaning of the formand the
options available to hinm her, as noted above.]

Enpl oyees will be given every opportunity to ensure that the handi cap
code carried in their agency's and OPM s personnel systens is accurate
10
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and is kept current. They may exercise this opportunity by asking
their Personnel Oficer to see a printout of the code and definition
fromtheir record, by notifying Personnel any time their handi cap
status changes, and by initiating action in either of these cases to
have the necessary changes nade to their records. The code carried on
enpl oyees in their agency's systemw || be identical to that carried
in OPMs system and any change to the agency records will result in

t he sanme change being nmade to OPM s records.

Your cooperation and assistance in establishing and naintaining an
accurate and up-to-date handi cap report systemis sincerely
appr eci at ed.

PRI VACY ACT STATEMENT

Col l ection of the requested information is authorized by the
Rehabilitation Act of 1973 (P.L. 93-112). The information you furnish
will be used for the purpose of producing statistical reports to show
agency progress in hiring, placenent, and advancenent of handi capped
individuals and to | ocate individuals for voluntary participation in
surveys. The reports will be used to inform agency top nanagenent,
the O fice of Personnel Managenent (OPM, the Congress, and the public
of the status of programs for enploynent of the handi capped. Al such
reports will be in the formof aggregate totals and will not identify
you in any way as an individual.

Solicitation of your Social Security Nunber (SSN) is authorized by
Executive O der 9397, which requires agencies to use the SSN as the
means for identifying individuals in personnel information systens.
Your SSN will only be used to ensure that your correct handi cap code
is recorded along with the other enpl oyee information that your agency
and OPM mai ntain on you. Furnishing your SSN or any other of the
requested data for this collection effort is voluntary and failure to
do so will have no effect on you. It should be noted, however, that
where individuals decline to furnish their SSN, the SSN wi Il be
obt ai ned fromother records in order to ensure accurate and conpl ete
dat a.

Enpl oyees appoi nted under Schedule A, section 213.3102(t) (Mental
Retardation), Schedule A, section 213.3102(u) (Severely Physically
Handi capped), or Schedul e B, section 213.3202(k) (Mentally Restored)
are requested to furnish an accurate handi cap code, but failure to do

so will have no effect on them \ere enpl oyees hired under one of
t hese appointnents fail to disclose their handi cap, however, the
appropriate code will be determ ned fromthe enpl oyee' s existing

records or mnedical docunentation submitted to justify the appoi ntnent.

11
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TYPES OF APPO NTMENT

1. Tenporary Trial Appointnent

a. Physically disabled and nentally restored persons nmay be
enpl oyed under tenporary trial appointnment for 700 hours or |ess
wi thout regard to Ofice of Personnel Managenent (OPM registers.
Appoi ntments may be made at grades GS-1 through GS-15 and positions
covered by the Federal Wage System

b. Eligibility is determned either by certification fromthe
Departnent of Veterans Affairs (VA) or a state rehabilitation agency
stating that the applicant can performthe duties of the position OR
by applying OPM's m ninum qualification standards. A 700 hour
appoi nt mrent under these conditions is not subject to the usual
restriction on tenporary |limted appoi ntnments during the sunmer
months. It is not necessary to set up a tenporary position as |ong as
t he appoi nt nent does not exceed 700 hours during a consecutive 12
nmont h peri od.

c. No commtnent for permanent enploynent is nmade; however, the
tenporary limted appointnment is usually |ong enough for the severely
di sabl ed person to establish his/her job readiness. Once he/she has
denonstrated ability to performthe position, he/she may be converted
to an excepted or conmpetitive appointnent.

2. Excepted Appointnment. Appointnents for persons with disabilities
are "excepted" fromthe conpetitive system The individual's
abilities are considered in regard to the tasks of a specific job, not
an entire class of positions. He/she is not in conpetition with
appl i cants who have established eligibility for the position in
question. Further, he/she is not in conpetition for simlar jobs in

t he sanme occupational series.

12
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SCHEDULE A
Section 213.3102 (t)

Mental |y Retarded Persons

- Witten agreenent with O fice of Personnel Managenent (OPM
required. *

- Applicant nust be certified to a specific position by a state
vocational rehabilitation (VR) counsel or

- Counsel or nmust be notified prior to term nation of enployee.

- Empl oyees may be prompted to the next higher position provided they
are properly certified by a counsel or

- Enmpl oyee may be nonconpetitively converted to career-conditiona
status after 2 consecutive years of successful service in a
per manent position, based upon supervisor's reconmendati on.

* Most Federal agencies have previously executed agreenents with OPM
on behal f of their conmponents. These agreenents are on file with the
Ofice of Affirmative Enpl oynent Prograns in OPMs central office.
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SCHEDULE A
Section 213.3102 (u)

Severely Physically Handi capped Persons

CRI TERI A FOR EVALUATI ON

I. Severe Physical |npairnent

- Relatively permanent.

- Seldomfully correctable by nedical treatnment, therapy,
surgery, or replacenent.

- Can be visible or invisible (i.e., epilepsy).
- Can be a conbination of disabilities.
- Relates to specific position and its job tasks.

Il1. Additional Factors for Consideration

- Conpetitive exam ning nmechanismreflect person's true ability?

- Restructuring of tasks, site nodification, or use of special
equi pnent .

- Wbrk history which reveals a pattern of unenpl oynent or
under enpl oynment due to enpl oyer reservations about disability.

Person di sabl ed as an adult who is unable to secure enpl oynment
because:

(1) past work experience and training is inconpatible with
disability, or

(2) attitudinal barriers preclude enmpl oynment even though job
is suitable for persons with disabilities.

I11. Processing Appoi ntnents

- Direct Appointnent

- Mist be certified to a specific position by a state
vocational rehabilitation counselor or by the VA
(counsel i ng psychol ogi st) .

14
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- Counsel or works with agency on establishing requirenents
for job and whether nodifications are needed to job duties
or environnment, and on review ng requirenments for job
(positive educational requirenents cannot be waived).

-  Counsel or submts certification and narrati ve which
outli nes:

- ability of person to do job based on training,
educati on, and previous job performance;

- limtations that would affect work;

- reconmendations for job restructuring or work site
nmodi fi cati ons; and

- additional job-related information that woul d be
useful .

- Medical report required which gives accurate description of
applicant's functional limtations (nust be signed by
physi ci an) .

- Position Description.
- Standard Form SF-171.

Trial Appoi nt nent

- Agency may use certification by state VR Counsel or or VA
counsel or; or

- Agency may apply X-118 standards (which may require witten
test).

- Medical report (as described above).

- SF-171 required.

- Position description required.

- Agency mmy convert applicant to permanent Schedul e A,

213. 3102 (u) appointnment as soon as satisfactory job
performance is established.

15
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I V. Factors to Renenber

- Applicant nmust neet positive education requirenments whenever
required by X-118. (See FPM 933, SI-3).

- Al nedical docunentation and related informati on nust be
treated as confidential, kept in | ocked files apart from

personnel folder, and destroyed per GSA requirenments for
di sposal of medical information.

-  Enpl oyee may be nonconpetitively converted to career-
condi ti onal status upon conpletion of 2 consecutive years of
satisfactory performance in a permanent position. No time
served in tenporary positions counts.

16
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SCHEDULE B

Section 213.3102 (k)
Mental |y Restored Persons

I. Eligibility for Appointnent

Must have history of interruption in work of 30 days or nore
due to hospitalization or intensive therapeutic treatnent for
serious enotional problens, or be currently unenpl oyed due to
t hese factors.

Treat nent must have been within previous 2 years.
Persons wi thout work history nust denonstrate that education

or training was interrupted or term nated due to nenta
illness requiring extensive treatnent or hospitalization

1. Criteria for Appointnent

Must be certified by a state VR counsel or or VA counseling
psychol ogi st .

- Certification states that, "Person is capabl e of
functioning in a specific position."

- Docunentation also includes a statenent by a
psychiatrist or psychol ogist as to person's capability
to function in a work setting.

Must meet mninmumqualifications (including witten test, if
required).

I1l. Facts to Renenber

Appoi ntnment has a 2-year limt (including any tinme served
under 700-hour trial appointnent).

Applicant nust be reached conpetitively, upon conpletion of a
2-year appointnent, in order to continue in Federa
enpl oynent .

Appoi ntment requires prior approval by an OPM Regional Ofice
or by OPM s governnent-w de Sel ective Placenent Prograns
O fice in Washington, D. C

17
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- Persons appointed under this authority may be reappointed for
an additional 2-year appointnment provided there is a break in
service of at least 90 days as a result of nental ill ness,
which is certified as resulting in the inability of the
i ndi vi dual to work.

Each appoi ntnment shall be limted to 2 years.

- Al nedical information including certification shall be
treated as confidential, |ocked in separate files, and
destroyed per GSA requirenents for disposal of nedica
i nformati on.

18
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EXCEPTED APPQO NTI NG AUTHORI TY
FOR
DI SABLED VETERANS

. Eligibility

- Veterans with Notice of Conpensable Disability of 30 percent
or nore fromthe VA dated within the preceding year.

- Veterans with Notice of Retirenent or Di scharge from active
mlitary service with a disability rating of 30 percent dated
any tine.

I, Feat ures

- Agency mmy use any tenporary appoi ntnent other than |ess than
60 days.

- Subsequent to initial appointnment can be nonconpetitively
converted to the conpetitive service at anytine.

- My be used at any appropriate grade |evel.
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PROGRAMS DESI GNED FOR PERSONS W TH DI SABI LI TI ES
VETERANS WORK/ TRAI NI NG PROGRAMS
. PLAN 1

- Provides on-the-job training for enpl oyees who are
vet erans includi ng both non-service connected
disabilities and service connected disabilities.

- Requires witten agreenment between VA and host agency.

- Length of training determ ned by VA and host agency.

1. PLANII

- Preparatory training/unpaid work experience for disabled
veterans only who are not government enpl oyees.

- Only service connected disabled veterans eligible.
- Witten agreenent with VA and host agency.

- My lead to nonconpetitive conversion into
competitive service

I11. UNPAI D WORK EXPERI ENCE PROGRAMS

A Eligibility

- Disabled veterans who are clients of state
vocational rehabilitation agencies.

- (Cdients of state vocational rehabilitation agencies
who are not disabl ed veterans.

B. Features

- Duties and/or training outlined in agreenment al ong
wi th hours.

- Permanent paid position cannot be guaranteed.

- Participants are covered under worknen's
compensati on.

20
Encl osure (1)



BUPERSI NST 12720. 2
04 APR 1994

AUTHORI TI ES MODI FI ED FOR USE BY
PERSONS W TH DI SABI LI Tl ES

. SCHEDULE A. SECTI ON 213. 3102 (v)

A, Summer Aid Program

Econom ¢ need waived for nentally retarded or severely
physi cal 'y handi capped yout h.

Certification by state vocational rehabilitation counsel or
required for nmentally retarded applicants.

Verification of severe physical disability required for
physi cal ly inpaired youth.

Al'l other requirenents nust be net.

No ceiling slots charged agai nst agency.

1. SCHEDULE A. SECTION 213. 3102 (w)

B.

St ay-in-School Program

Econom ¢ need waived for nentally retarded and severely
physi cal 'y handi capped yout h.

Certification by state vocational rehabilitation
counsel or required for mentally retarded persons.

Verification of severe physical disability required for
physically inpaired persons.

Al'l other requirenents nust be net.
Persons appoi nted under this authority are not charged

to regul ar personnel ceiling but are subject to agency's
speci al all otnent.
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CASE FI LE
Schedul e A, Section 213.3102 (u)
1. A COPY OF THE PGCsI TI ON DESCRI PTI ON.
2. APPLI CATI ON FOR FEDERAL EMPLOYMENT ( SF-171).
3. A REPORT OF A MEDI CAL EXAM NATI ON.
4. A STATEMENT EXPLAI NI NG HOW THE SPECI FI C PGSI TI ON AND WORK
ENVI RONVENT ACCOMMODATE THE PARTI CULAR DI SABI LI TY OF THE PROPCSED
APPO NTEE.
5. ONE OF THE FOLLOW NG
A. | F THE PERSON SERVED ON A TEMPCRARY TRI AL APPO NTMENT:
(1) A statenent that the person entered the position under
a tenmporary trial appointnment in a period within 12
nmont hs i nmedi atel y precedi ng the recomrendation for

conversion to the excepted appoi nt nent.

(2) A statenent of howeligibility was determ ned for the
trial appointnent, and

(a) A copy of the VA or state vocati onal
rehabilitati on counselor's certification, or

(b) Acitation of the qualification standard appli ed.
B. | F THE APPO NTEE DI D NOT SERVE ON A TEMPORARY TRI AL
APPO NTMENT, A COPY OF THE VA OR STATE VOCATI ONAL
REHABI LI TATI ON CERTI FI CATI ON AND ALL SUPPORTI NG DOCUMENTS.

6. A JUSTI FI CATI ON OF APPROVAL OR DI SAPPROVAL.
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES — PART A

CATEGORY:

OBJECTI VE:
with disabilities.

Significant Action Steps:

1. Al Departnents are to enphasize
enpl oyment of persons with specified
severe disabilities.

2. Take specific activity-w de
recruitnment and enpl oynent actions to
ensure that work-force representation
goals for individuals with targeted
disabilities are attained. Establish a
goal to hire disabled workers.

3. Define role and responsibilities
of EEO Ofice Staff and Human Resource

Ofice staff in joint discussions.

4. Establish formal position for
Persons with Disabilities Program
Manager (PWDPM) to fornulate specific
pl ans and assist in

coordi nati on of selective placenent
program for persons with disabilities.

5. Distribute information to
selecting officials, supervisors,
and managers descri bi ng speci al
appoi ntment authorities for persons
with disabilities.
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I ncrease representati on and advancenent

Enpl oynent and Advancenent Strategies

rate of persons

Responsible Oficials

Equal Enpl oynent Qpportunity
Oficer (EEQO/

Deputy EEO O ficer

( DEEQQ) / Depar t ment

Heads/ EEO Comm ttee Advisory
G oup (EECAG/

Super vi sor s/ Manager s

EECQO' DEEQQ Depar t ment

Heads/ Super vi sor s/

Manager s/ EEOAG Persons with
Di sabilities Program Manager
(PWDPM Sel ective Pl acenent

Coor di nat or ( SPC)

DEEOCO Director, Secretariat/
Headquarters Human Resource
Ofice

(S/ HHRO)

Deputy EEO O ficer

Persons with Disabilities
Pr ogram Manager ( PVWDPM

/ Sel ecti ve Pl acenent
Coor di nat or ( SPC)
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES — PART A

CATEGORY:  Enpl oynment and Advancenent Strategies

OBJECTI VE: Increase representation and advancenent rate of persons

with disabilities.

6. Be sure that job descriptions
cont ai n physi cal / ment al
restrictions, only if inperative
to performduties as new jobs are
desi gned and as j obs vacat ed.

7. Provide job opportunity

i nformati on on special prograns
such as Upward Mbility, fellowship
prograns, and educati onal

devel opnent training to persons
with disabilities.

8. Solicit input frompersons with
disabilities on nethods to inprove
their status. Encourage themto seek
hi gher | evel positions. Serve

as a mentor.

9. Assist with devel opment of an

I ndi vi dual Devel opnent Pl an for

a person with a disability and keep
track of his/her progress.

10. Restructure jobs to inplenment the
Upward Mobility Program and

request that the Human Resource O fice
i nclude SF-171's from

persons with disabilities.

11. ldentify persons with
disabilities with underutilized
skills for possible placenent in
positions where their skills can be
used.

12. Ensure that the Selective

Pl acement Program for disabl ed
persons is nonitored on a regul ar
basi s.
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Super vi sor s/ Manager s/
PWDPM SPC

Super vi sor s/ Manager s/
PWDPM SPC/ Tr ai ni ng
Di rector

Super vi sor s/ Manager s/
PWDPM

Super vi sor s/ Manager s/
Training Director/
PWDPM SPC

Super vi sor s/ Manager s

Super vi sor s/ Manager s/
PWDPM SPC

PWDPM SPC
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES — PART A

CATEGORY:

OBJECTI VE:
with disabilities.

13. Establish a tal ent bank of
persons with disabilities for
referral to selecting officials and
ot her agenci es.

14. Establish liaison with national
and | ocal rehabilitation

agenci es and organi zati ons that
focus on persons with disabilities.

15. Ensure that persons with

disabilities are mainstreaned in
as a protected class on an equal
basis with mnorities and wonen.

16. Advocate and nake recomrendati ons
to inprove
Enpl oynent techni ques.

17. Establish a tracking systemto
ensure that persons with disabilities
are included in

ongoi ng recruitnment efforts.

18. Ensure that vacancy announcenents
are distributed

to high schools, colleges and

uni versities known for students

with disabilities.

19. Devel op i nproved standard
operating procedures for and
recruitment, placenent training
of newly assigned persons with
Disabilities and disabl ed

Vet er ans.
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I ncrease representati on and advancenent

Enpl oynent and Advancenent Strategies

rate of persons

PWDM SPC

PWDPM SPC/ EEOAG Super vi sor s/
Manager s/ Tr ai ni ng

Director/ D sabl ed

Enpl oyees Conmittee

PWDPM SPC/ Depar t ment

Heads/ EEOQAG Super vi sor s/
Manager s

Depart nent Heads/
EECAG Super vi sors/
Manager s

PWDPM SPC

PWDPM SPC

PWDPM SPC/ Tr ai ni ng Di rector
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES — PART A

CATEGORY: Training for

OBJECTI VE:
personnel devel op a high I evel
policies,

disabilities
Significant Action Steps:

1. Establish a requirenment that
training on issues, policies, and
regul ati ons concerni ng persons
with disabilities be an integral
part of mandatory EEO training
for supervisors and mangers.

2. Plan prograns and special events
that foster affirmative

attitudes toward persons with
disabilities.

3. Conduct or offer special training

sem nars to explain

job/ environnment nodifications

to accommodat e i ndi vi dual s and
group abilities and disabilities.
4. Request training for all |evels of
personnel to devel op an

awar eness of issues and probl ens
faced by di sabl ed enpl oyees.

5. Ensure that EEO program officials
and supervi sory personnel

attend job fairs and ot her events

t hat address hiring and pl acenent

of persons with disabilities.

6. Ensure that programofficials
attend training conferences annually
to receive gui dance on

Regul ati ons and policies

establ i shed by the Departnent of

t he Navy, Equal Enpl oynent
Qpportunity Conm ssion,
of Personnel Managenent.
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and the O fice

Program O ficials and Supervisory Personnel

Ensure that program officials and supervisory person-

of awar eness of i ssues,

and regul ati ons concerning persons wth

Responsible Oficials

EECO Depart nent Heads/
Director of Adm nistration

PWDPM SPC/ Trai ning Director/
Super vi sor/
Manager s

Training Director/ PWPM SPC

Super vi sor s/ Manager s/
PWDPM SPC/ Tr ai ni ng
Di rector

DEEOCQ' S/ HHRQ' Depar t nent
Heads/ Di r ect or of
Adm ni stration

EECO' DEEQCQ S/ HHRO
Training Director
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES — PART A
CATEGORY: Training for Program Oficials and Supervisory Personnel

OBJECTI VE: Ensure that program officials and supervisory person-
personnel develop a high | evel of awareness of issues,
policies, and regul ati ons concerning persons with
disabilities

Significant Action Steps: Responsible Oficials
7. Make recommendations to program Training Director/
officials on types of training Super vi sor s/ Manager s/ EEOAG
prograns viewed as nost benefici al
to all levels of personnel.
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TIES - PART A

CATEGORY: Publicity of Department of Navy Policies and Recognition of
Organi zati onal Achi evenent s

OBJECTIVE: Stinulate attitudi nal awareness to elimnate enpl oynent
barriers for persons with disabilities including disabled

vet er ans.
Signi ficant Action Steps Responsi ble O ficials
1. Ensure that the EEO Oficer's DEEOCO' PWDPM Depar t ment
policy on hiring, placenent, and Heads/ Supervi sors/ Managers

advancenent of persons with

Di sabilities including disabled
Vet erans recei ves w de

di ssem nati on.

2. Gve official recognition and wi de Departnment Heads/Public
publicity to supervisors, Affairs Oficer/Drector
manager s, and ot hers who make of Adm ni stration

out standi ng contributions to the

success of the program

3. Recogni ze the acconplishments of Super vi sor s/ Managers/ Public
persons with disabilities Affairs O ficer/
Thr ough established and speci al Di rector of
awar ds prograns and publicize their Adm ni stration/
achi evenent s. Di sabl ed Enpl oyees
Conmittee

4. Publish human interest information Director of Adm nistration/

on achi evenents and

contributions nmade by persons Public Affairs

with disabilities. O ficer/ Supervisors/
Manager s/ PWDPM

5. Publish policy on hiring DEEOO Di rect or of
interpreters for hearing inpaired Adm nistration/ Ofice
in the BUPERS Adm ni strative Manual . Servi ces Division

6. Make suggestions for awards and Super vi sor s/ Manager s/
incentives to pronote hiring, All Oficials

pl acement and advancenent of
persons with disabilities.

7. Participate in and publicize DEECO PWDPM SPC/ Di rect or of
prograns in observance of Nati onal
Di sability Enpl oynent Awareness and Adm ni stration/
O her prograns related to Super vi sor s/
enpl oynent of persons with Managers/ Public Affairs
disabilities and di sabl ed veterans. O ficer/ EEOAG
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TIES - PART A

CATEGORY:  Program Eval uation and Report System

OBJECTIVE: Establish a systemto anal yze, evaluate and report
acconpl i shments of Command Persons with
Di sabilities/D sabled Veterans Program

Significant Action Steps:

1. Provide conputerized reports to
eval uate and report on extent of
pronotions, incidence of training,
And participation of persons

with disabilities and di sabl ed
veterans in formal apprentice, shop
trai nee, student co-operative,
executive, and managenent

devel opnent prograns.

2. Establish inplenentation plan to
meet DON statistical
Compl i ance requirenents.

3. Review and anal yze statistical

reports in conpliance with DON
requi renents.
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Responsible Oficials

Managenent | nformation
Systens Division (PERS-1655)

PERS- 1655

DEECO' PVWDPM
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AFFI RVATI VE ACTI ON | TEMS FOR ALL PERSONS W TH DI SABI LI TI ES -

CATEGORY: Architectural Barriers
OBJECTI VE:

range Feder al
vet erans.
Significant Action Steps:

1. darify funding responsibilities
concerni ng renoval

of architectural barriers to the
Human Resource O fice.

2. Issue policy guidance to identify
and renove architectural
barriers to the enpl oynent office.

3. Survey facilities to identify
architectural barriers to the
physical and nmental limtations

of persons with disabilities e.qg.,
TDD for energency calls for
hearing i npaired enpl oyees,
sufficient nunber of accessible
restroons, tel ephones |owered for
Wheel chairs, etc.

4. Solicit input frompersons with
Disabilities. Request suggestions to
el i m nat e undue hardshi ps.

5. Issue activity guidance to ensure
the "program accessibility"

or alternate servicing arrangenents
of the Human Resource Ofice to
Persons with disabilities

Appl i cants and/ or enpl oyees where
architectural, Transportation,

or communi cation barriers exist.
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Establish a programthat will
requirenments for renoval
barriers to persons with disabilities,

PART A

meet both short and | ong-

of architectural

i ncl udi ng di sabl ed
Responsi bl e O fici al

Director of Adm nistration/

General Services
Adm ni stration (GSA)

GSA/ PERS- 01/ DEECO

PWDPM SPC/ PERS- 01/ GSA/
Supervi sors and Managers/
EEQAG

PWDPM SPC/ Super vi sor s/
Manager s/ EECAG

PERS- 01/ GSA
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AFFI RVATI VE ACTI ON | TEMS FOR DI SABLED VETERANS - PART B

CATEGORY:  Enpl oynment and Advancenent Strategies

OBJECTI VE: Increase representation and advancenent of di sabl ed
veterans with an enphasis on veterans who are 30 percent

or nore disabl ed.
Significant Action Steps:

1. Issue specific activity-w de
recruitnment and enpl oynent actions
To ensure that workforce
Representation goals for veterans
who are 30 percent or nore

di sabl ed are attained.

2. Issue activity-wide policy to
require that all vacancy
Announcenents and listings refl ect
t he acceptance of Applications
fromqualified veterans

who are 30 percent or nore disabled
and who are not Federal enployees.

3. Develop activity-w de procedures
to ldentify and report

enpl oynment and advancenent

Barriers affecting disabled
Vet er ans.

4. Ensure that vacancy announcenents
are provided to

mlitary and veterans Nati onal

and | ocal organizations.

5. Ensure that affirmative action for
D sabl ed veterans i s addressed

as a Separate line itemin

managenent pl ans.

6. Ensure that selecting officials
are aware of special nonconpetitive
Hiring authorities for 30 percent
or nore disabl ed veterans.

7. Miintain contacts with veterans
organi zati ons, such as Veterans
Enpl oynent Service of the
Departnent of Labor, private

vet erans assi stance centers, the
Vet erans Adm ni stration

I ncludi ng VA hospitals, etc.
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Responsible Oficials

EECO' DEEQQ Depart nent Heads

DEECO S/ HHRO

PWDPM SPC/ Super vi sor s/
Manager s

PWDPM SPC

DEECO

PWDPM SPC

PWDPM SPC/ Super vi sor s/
Manager s
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AFFI RVATI VE ACTI ON | TEMS FOR DI SABLED VETERANS - PART B

CATEGORY: Training for Program Oficials and Supervisory Personnel

OBJECTIVE: Pronote training to focus on the Di sabl ed Veterans
Affirmative Action Program requirenents.

Significant Action Steps:

1. Ensure that supervisors, nanagers,
and selecting officials

receive training to focus
specifically on issues, policies

and regul ati ons concer ni ng

di sabl ed veterans.

2. Incorporate into existing
supervisory training the use and
benefit of unpaid work experience
agreenents and the nonconpetitive
appoi nt nent aut horities when

enpl oyi ng veterans with 30 percent
or nore disability.

3. Submit recommendations to program
of ficials on training

t echni ques that would increase

awar eness of responsibilities

for hiring and advanci ng di sabl ed

vet er ans.
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Responsible O ficials

DEEQQ Depart ment Heads/
Trai ning Director

PWDPM SPC/ Tr ai ni ng Di rector

Super vi sor s/ Manager s/
Training Director
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